
Course Equivalency Management System (CEMS) 

How to Copy a Course 

Step 1:  Go to  
https://cems.regents.ohio.gov. Enter 
your username and password 
assigned to you by your Institutional 
or OBR Coordinator. 

 

Step 2: Click on “Courses” in the 
main tab near the top of the page.   

 

Step 3: Click on the Pencil under the 
“Copy” button on the right of the 
page for the Course to be copied.   

 

https://cems.regents.ohio.gov/


Step 4:  The next screen will ask to 
“Confirm” the task. 

 
 
 
 
 
 

 
Step 5:  Make necessary changes to 
the copied course.  Don’t forget to 
expand the individual sections.  
Before finalizing, check carefully all 
of the changes were made.  Note 
that during this step, you may 
review the “How to Edit a Course” 
document to get a more detailed 
review on how to edit.  
 
When finished, click on “Save 
Changes”. 

 
 


